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Date Raceived Application No. Tate Co-pleted

| Feb. 22, 1973

2 _ltcnry Application Wo.
DHR-PH-12

3 .AGEICY. Diviesion, Subdivielon & Adminietering Office Address

. Department of Human Resocurces
Division of Physical Health
Eevirgn?%y 1 Health Segg%ces Section, General Sansatation

front and revetse of this ‘form. §ign originel and twe copies

and forward to Department of lnekiva. and Mistory, Attention:

Recorde Management Offidar

Perlon tomCont-ct

Mr. Russell F. Hall

o ————— - e —

m ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

8. Earliest & Latest |9.Exact Series Title
Dates of Series
: 1968-px'esent ‘ SEE ATTACHED

310 What 1is the functlon of the office in which this record series is created?

The General Sanitation Unit, under the direction of the Chief, is responsible for the

. administration of state wide sanitation programs. Included are programs involving:
1. food service and control '

2. tourist accommodation sanitation
3. recreational area sanitation

. swimming pool quality control
5. water impoundments sanitation
6. insect and rodent control
T. complaint investigation and fbllowaup

It alsc provides technical assistance, supplies, and materials for the operation of
programs, for the survelllance and evaluation of state authority operated parks. B

11, This file contains the following documents (1nc1ude form numbers and titles, if any,
and flle arrangement ).

SEE ATTACHED

ATTACH SAMPLES OF THE FILE
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. 1.2 . EQUIPMERT NCCUPIEL No. of Drawers Cu. Pt. af RMecords %o, of Drawvers Cu. Ft. of Records

ARSUAL MATE OF ACCUMULATION =~
Letter-site File Dravera

M— .
In officeln) in Storage Aresale)
Legal-afize File Dravera Fioor Space Occupled (ssane Faet) >

Thia Last
Tear's fear's

PrecedingfAll Prior
Year's

AVERAGE DATLY REFERENCES

| N
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- r- EBESTIONNAI RE Flace an "x" 1n“::‘e proper c—:\:nn.- If anaver i ;'Y!S."_:leane explain " 7 ~ !' ;\. *E‘Sﬂ NO
13. Is this the Record Copy} of the series? S k1 O[]
14. Is there a duplication of this series in another office or a.gem'::yr'P T RS
15. Is the information contalned in this series ever su.mmarized or puh].:.shed‘P R B

Attach copy of summary or publication. wr o
16. Does the series contain classified information requiring secufity ha.ndllng'? L) Iy
lT_.l_Does the series 1n1t1ate, amend or terminate _égency Iioi1c1es and procedures‘? f’ [ ][ b
18. Could the function be performed if the files were lost or destroyed? =~ [3 ‘[ ]
'19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 K]
20. Does the record series provide data as input to an EDP file? [ ] &)
21. Does the record series contain documentation produced as EDP printout? RS | ]“b(]
22. Has the Federal Government issued instructions governing the retention/dispo- .[ 1 [x]
51tlon of thes_emnflles" e o ey Ce e
23. Wlll “fheré be & need for these récords 10, 15 years “from now‘? If yes, ‘what? :.,[.:1],-,,[}[]
T ' * - '._.. - _1
2. REQUIREMENTS. The following requires the files to _?_:Je_kept e ;years ;
a.[JSTATE  ©.[]STATUTE OF c.[}AUDIT  d.[]FEDERAL -e. []ADMINISTRATIVE Tt []HISTORICAL
LAW LIMITATION FERTOD LAW " DECISION . j VALU'E
(Cite Law, Statute, or other reason for fhe rp%entwn requtrément) -
SEE ATTACHED T
25. AGENCY REEQTPEEDATIOHS Thls ugency recommends That the Ti‘le ser.lg_; }g cut off‘ at _f,he end B
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER o T LTt ,2then:
[ ] Hold in the current files area ' month(s)/ year(s)
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s):
[ ] Destroy.
[ ] Transfer to State Archives for permsnent retention.
[ ] Destroy immediately after cut-off. .
[ ] Other: (Specify)
SEE ATTACHED
(Indicate briefly rationale for recommendations above/or write additional remarks):
R ds Ffi (51 t ), Dat
ecor anageme icer (Signature ate
e S 2-22.72 OTHER REQUIRED SIGNATURES DATE
26. ﬂacommendatwns Agency Head/Desf,gnee - _
in paragraph 25 Approved Disapproved | A zs0.L204 i ' 2 -2/ 7%
are: Audir tor/Designee - ‘L\A
|1kAp_provedJ: 1 Disapproved N AN MJW\ \,mA H—},g-’)?, §
STATE RECORDS |, %of State/Designee ( - ., :
I COMMITIEE G¥ [f ed [ ]/Dis_pproved ' aard Al . ~ - W/f e
Attoyney General/Designee 7
| ¢t Approved [ ] Disapproved] “1’ Us QLN 7"’30‘72



Records Retention Scheduie

Appl
No

73-282

Environmental Heglth Services Section

{ General Sanitation Unit

Description °
FOOD SERVICE PERMITS FILE -
Documents relating to the

- approval of food service estab-

73-283

73~284

73-285

73-286

73-287

73-288

73~-289

lishments throughout the State.
(Permits are permanent until
revoked or discontinuance of
operation.) This includes, the
copy of the permit for operation
only. File is arranged alpha-
betically by county, then by
permit., °

COMPUTER PRINT-OUT - (Con- .
solidated listing of Food
Service Permits)

COMPUTER TAPE FILE -

FOOD SERVICE APPLICATION FILE -
Documents relating to the
application for approval of
operation for food service
establishments. This includes
the application of operation.
File is arranged alphabetically
by county, then by date of
application.

WATER IMPOUNDMENT PERMIT FILE-
Documents relating to the permit
to Impound water. This includes
the permit to impound water.only.
File is arranged alphabetically
by county, then by vear.

COMPUTER PRINT-OUT - (Consol-
idated listing of Water Impound-
ment Permitsg)

COMPUTER TAPE FILE -

WATER IMPOUNDMENT APPLICATION
FILE - Documents relating to the
impoundment of water. This in-
cludes the application to impound
water. File is arranged alpha-
betically by county, then by
number of permit, then by year.

Disposition
Cut off files at end of each
fiscal year; then hold in
current files area for 2 years;
then transfer to State Records
Center, hold 3 years, then
destroy.

Cut off at end of fiscal vyear;
hold in CFA for 2 years; then
retire to State Archives.

Erase and reuse tape when
file 1s updated.

Cut off at end of fiscal year;
hold in CFA for 2 years; then
destroy.

Cut off at end of fiéz;l year;
hold in CFA for 2 years; then
transfer to State Records
Center, hold 3 years; then
destroy. AMewseg /25/75  ops

Cut off at end of fiscal year,
hold in CFA for 2 years; retire
to State Archives.

Erase and reuse tape when file
is updated.

Cut off at end of fiscal year;
hold in CFA for 2 years; then
retire to State Archives.
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Appl
No

Records Retention Schedule

Environmental Health Service Section

¢ General Sanitation Umit

Description ¢

73-290 WATERSHED IMPOUNDMENT FILE-

73-291

73-292

73-293

73~-294

Documents relating to the
damning of watersheds (rivers,
streams, etc.) for flodd
retardation and recreational
areas. This includes, but is
not limited to plans and
specifications, for maintenance
of the impoundment of and the
eradié¢ation of mosquitoes,

File is Arranged alphabetically
by name.

TOURIST ACCOMODATION PERMIT FILE -
Documents relating to sanitational
facility approval of hotel and
motel accomodations throughout the
State. This includes, but is not
limited to, permits for operdtion
of approved facility. File is
arranged alphabetically by county,
then alphabetically by facility.

COMPUTER PRINT-OUT - (Consolidated
listing of Tourist Accomodation
Permits)

COMPUTER TAPE FILE =-

A-95 ENVIROMENTAL IMPACT STATEMENT
FILE - Documents relating to grant
applications review for highway
construction, proposed recreational
facilities, airports, and related
facilities, These documents are
copies which are submitted to the
section for their review and approval.
They include, but are not limited to,
notification of review, commend review
sheet, correspondence on projects,
projects narratives. File 1is
arranged by county, then by date.

Disposition
Cut off at end of fiscal
year; hold in CFA for 2 years;
then retire to State Archives.

Cut off file at end of fiscal
year; hold in CFA for 2 years;
then transfer to State Records
Center for 3 years; then
destroy.

Cut off at end of fiscal year,
hold in CFA 2 years; then
retire to State Archives.

Erase and reuse tape when file
is updated.

Cut off file at end of fiscal
year; held in CFA for 2 years;
then destroy.




.

e

Records Retention Schedule

- Il

Appl
No

Environmental Health Service Section

/ General Sanitation Unit

Description

73-295 COMPLAINT AND DISPOSITION INVEST-

73-296

73-297

IGATION FILE- Documents relating

to the investigation of complaints

from citizens, relating to envi-
ronmental sanitation problems.

This includes letters of complaint,

investigative report of complaint,
disposition of complaint, and
ultimate correction. File is-
arranged alphabetically by county,
then numérically by complaint.

RECREATIONAL AREAS PLANS AND
SPECIFICATION FILE (Completed) -
Documents relating to proposed
construction of water and sewage
facilities. This includes plans,
specifications, correspondence
regarding proposed facility and
assorted working papers. This
also includes State and private
recreational areas. File is
arranged alphabetically by name
of proposed facility.

RECREATIONAL AREAS PLAN AND
SPECIFICATION FILE (Inactive) -
Documents relating to proposed
construction of water "and sewage
facilities. This includes plans,
specifications, correspondence
regarding proposed facility and
assorted working papers. This
also includes Btate aid piivate
recreational areas. File is
arranged alphabetically by name
of proposed facility. '

Disposition
Cut off at end of fiscal year;
hold in CFA 2 years; then
destroy.

Cut off at end of fiscal year;
hold in CFA for 2 years; then
transfer to State Records
Center, hold for 3 years;

then destroy. - '
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Upon decision not to implement
proposal, transfer to inactive
fileg; cut off at end of fiscal
year; hold in CFA for 1 year;
then destroy.




